Title:

Functional Area: The HUB

SYSTEM

Withdraw from a Course in the HUB

Withdraw from a Course in the HUB

Use this procedure to withdraw from an instructor-led course or event for which you have registered.

Procedure:

Home Page

HUB ILT
ANNOUNCEMENTS LEARNING REPORTS ADMIN CERTIFICATION CONTENT

Welcome | Universal Profile

Welcome, Elisha, to your personalized training center on The HUB.

Note for First Time Users: [Search ‘ C

Notes... for first time users...

1. Please verify your email address is correct by going to
the "Universal Profile" under the "Home" Tab. If incorrect
use the settings gear icon at the top right of this page to
access your profile and edit your email

2. Allow "Pop-ups" on this website.

3. After an online course is completed you may select
“Evaluate” to do a quick course evaluation in order to

progress. Sep October 2015 Nov|
4. Double click on "Your Transcript" or "Browse for SUN | MON | TUE | WED | THU | FRI | SAT
27 | 28

Training" to expand the app

your transcript.

ADMIN

THE
HUB

MYSUCCESS HELP

Your Inbox

View transcript
(2 approved training selection(s))
(F for 18 training )

Your Transcript

SPS-TIM-100,
SPS Workday
Timekeeping

Start-up
Training

None Launch

SPS-REP-201,
Reporting and
Inquiry in

1
18
1. From the Home page, click the View Your Transcript link to access

None Select Session

2. Inyour transcript, find the course/event from which you want to withdraw.

Last Updated on: 10/30/15

Page: 1 of 5



Title:  Withdraw from a Course in the HUB

Functional Area: The HUB

SYSTEM

Transcript

Transcript: Elisha
Archibold

Use the transcript to manage all active training.

"o\ FISCAL YEAR ENDING
10 HRS ) 6/30/2016

AGGREGATE TRAINING COMPLETED

Active ¥ By Due Date ¥ All Types ¥

Search Results (29)

SPS-TIM-100, SPS Workday Timekeeping Start-up Training
‘ - Due: No Due Date  Status: In Progr
: | & : In Progress

gmms SPS-P0OS-201, Processing Personnel Transactions in Workday...
L] Due: No Due Date  Status: Registered

[ SPS-P0OS-205, Terminate a Worker
| - Due: No Due Date  Status: Pending Evaluation

My Team ¥ Options ¥

COsT

® ) s.00

View Training D... V;

Inactive N

3. Click the drop down . button next to the course/event to select an action.

Transcript

gmmn SPS-POS-201, Processing Personnel Transactions in Workday...
L} Due: No Due Date  Status: Registered

SPS-POS-205, Terminate a Worker
- Due: No Due Date  Status: Pending Evaluation

4. Select "Withdraw" from the list.

View Training D... v

Withdraw

View Training Details
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Withdraw Registration

If you withdraw your registration for this session, you will immediately be withdrawn from the roster.

Session Details

Event Name: SPS-POS-201, Processing Personnel Transactions in Workday

(1) 10/28/2015 8:30 AM - 10/28/2015 5:30 PM
Date /Time: (5) 10/29/2015 8°30 AM - 10/28/2015 5:30 PM

Location: SPMS Locations

SESSION WITHDRAWAL OPTIONS

- |

I [Please select a reason

Comments

5. Under the "Session Withdrawal Options" section, click the drop down field.

Select Withdrawal Reason

SESSION WITHDRAWAL OPTIONS

Other

Cancelled Day of Class

Found More Appropriate Training
Iliness/Family Emergency
Inclement Weather

Leaving the Company

Personal Reasons

Reschedule due to conflict
Travel Disruption
Vacation

Replace with another candidate (input name of replacement in comments box below)

-
6. Select a withdrawal reason from the list.

7. Enter additional explanation in the Comment field.
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Withdrawal Registration Page

Withdraw Registration

I you withdraw your registration for this session, you will immediately be withdrawn from the roster.

Session Details

Event Name: SPS-POS-201, Processing Personnel Transactions in Workday

. (1) 1012872015 8:30 AM - 10/28/2015 5:30 PM
Date /Time: () 10/29/2015 8:30 AM - 10/29/2015 5:30 PM

Location: SPMS Locations

SESSION WITHDRAWAL OPTIONS

[Reschedule due to conflict %)

Need to schedule for another session.

Terms - Privacy - Cookies

8. Click the Submit LS¥B™it | tton.

Transcript

Transcript: Elisha My Team ¥  Options ¥
Archibold

Use the transcript to manage all active training.

o) FISCALYEARENDING /™ COST
10 HRS 2]) 6/30/2016 ® ) s.00

AGGREGATE TRAINING COMPLETED

Active ¥ By Due Date ¥ All Types ¥
Search Results (29)

SPS-TIM-100, SPS Workday Timekeeping Start-up Training

Launch
- Due: No Due Date  Status: In Progress

gmwn SPS-POS-201, Processing Personnel Transactions in Workday...
u Due: No Due Date  Status: Withdrawn

Select Session

SPS-P0OS-205, Terminate a Worker

Inactive
- Due: No Due Date  Status: Pending Evaluation

\
9. You will be returned to your Transcript. On your transcript, find the course/event and confirm that the

Status of the event/course is "Withdrawn".

Last Updated on: 10/30/15 Page: 4 of 5



Title:  Withdraw from a Course in the HUB
Functional Area: The HUB

SYSTEM

10. If desired, register for another session. The course will remain in your transcript until you archive it or
it is removed by the administrator upon request.

11. The System Task is complete.
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